DFRC TRAVEL MANAGER WEB VERSION 8.0 TRAVELER MANUAL REMOVE EDIT LOCKS

TM-3 TRAVELER COURSE

USING NASA’S TRAVEL MANAGER SYSTEM

REMOVE EDIT LOCKS

This document covers the steps for a traveler to remove edit locks to a document.
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B. REMOVE EDIT LOCKS

NOTE

Edit Locks can be caused by:

* Improperly closing a document (always use Close and Logout in Travel Manager)

*  System timing out after 30 minutes of no activity

*  Using the browser's Back button (always use Travel Manager's Back button)

*  Browser locking up or crashing

If document is not visible on list, the document is either in use by another user or locked by
someone else: Contact Help Desk

Portions of these materials are the copyrighted property of
Gelco Information Network GSD, Inc. This document may not be
distributed outside the National Aeronautics and Space Administration.
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A. DISCOVER EDIT LOCKS HAS OCCURRED

NOTE

A user will normally discover a document has been locked when trying to either open an
existing document or review documents in the work queue.

1. On the Document Preparation page, click on the Open Existing Document link on the
Document Processing Toolbar on the left side of the page.

Setup  Reports  Logout  Help Naciiment Prenaratinn

User:

John Doe
Traveler:

[» Create a Hew Document
[» Open Exigting Dosument
[ Review [@;Lmems
[# Delete Documents

[# Copy Document

[# Impeort Documents

2. One of the documents in the list to be reviewed has an asterisk in the In Use column,
indicating that the document is either in use or is locked.

Document Preparation
User:

T Traveler Listing (Open Document) Document Search (Open Document)
el Quick Tip Document List
Type one or more letters of the traveler's last name and click Search. Then,
click the traveler's name 1o list all documents.

Create a New Document

» Open Existing Enter Search Criteria Bl authorizatian 24-5X03260240 03726102 SISNED
Document B voucher 24-%X032602/D 0312602 SIGNED
Review Documents Last Hame
Copry Document RERCT it
Imipioit Documerts Prev 40 Hext 40

Doe, Jane 024-00-0002
240-00-0001
Jane, Doe k 240-00-0002

3. Click the Open Document icon , in the Document Search (Open Document) area on
the right side of the page to open the document.
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4. The Document Summary indicates the document is Edit Locked. This means the
document can be viewed only.

Document Preparation
L Document Summary for Youcher 24-XX0326021D (Edit Locked)
o Quick Tip
: For specific information, click on & Details link. YYou can sian and stamp your document from the Document Status section. Ertering Documert

Vi?ﬂ%s?? 24 Trip Humber 1 Currert Documert
XX032602JD Travel Authorization

Humber
* Document Summary Traveler Details 240-00-0001 , John Doe N

Teiey bl e

5. Click the Current Document button in the ‘For this Document you can:’ area in
the top right.

08/02/02 TM-3, V1.1 Page 4



DFRC TRAVEL MANAGER WEB VERSION 8.0 TRAVELER MANUAL REMOVE EDIT LOCKS

B. REMOVE EDIT LOCKS

If a document has been Edit Locked, only the System Administrator or the person who
caused the Edit Lock to occur can remove the lock. Edit Lock occurs when a document with

unsaved changes is closed by any means other than by using the Current Document
button, in the ‘For this Document you can:’ area in the top right, or the Close Document link
on the Document Processing Toolbar on the left side of the page.

NOTE

It is good practice to always use the Current Document button and then either
open another document or click Logout on the Tab Menu Toolbar at the top of the page.

1. To remove an Edit Lock, click on the Setup link on the Tab Menu Toolbar at the top of
the page.

Setup  Reports  Logout  Help Naciiment Prenaratinn

ubi:

John Doe
Traveler:

[» Create a Hew Document
[» Open Existing Document
[» Review Documents
[» Delete Documents

[» Copy Document

[» Import Bocuments

2. The browser will launch a new window over the original window.

Setup Repo| Tables  Reports Admin Rates Forms Close Help Administrative Setup
User: User:

John Doe John Doe
Traveler:
[> TABLE SETUP

[ Create a New [ [ Audit Chedkists

M Cpen Existing [ Statuz Codas

[ Review Docum L Routing Liste
[ Delete Docume
[ Copy Documer

[ Import Docume
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3. Click the Admin link on the Tab Menu Toolbar at the top of the page. The Admin
Setup page will be displayed.

Tables Reports Admin Rates Forms= Cloze Help Administrative Setup
User:
John Doe

[> ADMIN SETUF

[» SetFasauord

[> Set Signature

[» Delegate Authority
[ UserPreferences
[» Remove Edit Locks

[» Swstem ferencas

4. Click on the Remove Edit Locks link, on the Document Processing Toolbar on the left
side of the page, to display the Edit Locks window.

5. Click the document name in the Edit Locks list.

Tables Reports Admin Rates Forms Close Help Administrative Setup

User: Edit Locks

Suzie Smith _ -
Hsis =m % Quick Tip ! !
Click the document name ta remove an edit lock.
[ ADhiM SETUP [ﬁlﬂﬂ! S
[» Set Pazzwaord

[ Set Signature Edit Locks

[> Delegste Authority Jocument Name ock Date [Lii=)

Voucher  24-X34032602.D 0B/30/2002  11:21 AM
[ User Preferences

» Remove Edit L ocks

[ System Preferences

6. The Remove Edit Locks page indicates the document lock has been removed.

Tables Reports Admin Rates Forms Close Help Administrative Setup

User: Femove Edit Locks

John Doe Quick Tip For this page you can:
AERIN SETUE Click Close to return to the list of edit-locked documents.
> Close | Remove Edit Lodks

[ Set Pasamord Document lock has been removed

[» SetSignature
[» Delegate Autharity
[# User Preferences

F Remove Edit Locks

[> System Freferences

7. Click the Remove Edit Locks button in the ‘For this page you can:’ area in the
top right.
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8. The document does not appear on the Edit Locks list and is now unlocked.

User: Edit Locks I

Susie Smith _ .
Quick Tip
ADMIM SETUR Click the document name to remove an edit lock.

Ediit Locks

Set Passwaord

Set Signature Edit Locks

Delegate Authority
User Preferences
Remove Edit | ocks

System Preferences k

b

9. Click the Edit Locks button in the ‘For this page you can:’ area in the top right.

10. Click the Close link, on the Tab Menu Toolbar at the top of the Administrative Setup
page, to close the Setup page.

Setup Ref] Tables Reports  Admin Rates Forms Close Help Administrative Setup
User: User:
John Doe John Doe
Traveler:

[> ADMIN SETUF
[» Create a Ney [ Set Pasamard

[» Open Existin [» Set Signature

[ Review Doc, [> Delegate Authority

[» Delete Docu [ User Preferences

[ Copy Docum [ Remove Edit Lods

[> Import Docul [ Systemn Freferences

11. Click the Open Existing Document link, on the Document Processing Toolbar on the
left side of the page, to refresh the page. The document is now available for edit or

TrevieEw.
Document Preparation
User:
Susie Srith Traveler Listing {Open Document) Document Search (Open Document)
Traveler Quick Tip
John Doe Type one or more letters of the traveler's last name and click Search. Then,

st o= PEarEt: click the travelet's name to list all documents.

P Open Existing Enter Search Criteria B suthorizetion 24-¥X0326020D 03126102 SIGNED

Document Bl voucher 24-4H032E02ID 03126102 SIGNED
Review Documents Last Hame
Delete Documents Document Type _
Copy Dacumert Click an an entry to select i
Irnpuort Documents: Prev 40 Hext 40
Doe, Jane 024-00-0002
240-00-0001
Jane, Doe 240-00-0002
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